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JOB DESCRIPTION
	POSITION:  
	Head of Year

	REPORTS TO:  
	SLT

	PAYSCALE: 
	MPS/UPS + TLR1a

	CONTRACT: 
	PERMANENT 

	LOCATION: 
	KING CHARLES 1 SCHOOL



 
	PURPOSE OF THE JOB 
· Heads of Year will be responsible for the administration, well-being, and discipline of their year group 
· Heads of Year will be responsible for the achievement programme, tracking and monitoring the students including attendance in their Year to ensure students meet their targets and do not under-achieve, with a focus on closing the achievement gap for identified groups of students 
· Each Head of Year will also have the responsibility for co-ordinating the achievement programme for one-year group cohort, working with the other Heads of Year to ensure a consistent approach and organising reports and consultation evenings for their designated year group 
· Heads of Year will liaise with staff, parent/carers, and outside agencies, lead a team of tutors and will be central to establishing the ethos of the Year through activities and competitions 
· Heads of Year will be responsible for working together with other Heads of Year to produce, and manage the delivery of the tutor activities which is relevant to students in all five years, to ensure a consistent approach but also to give the Year its own ethos and character. The tutor activities will need annual refreshment, as students will remain in the same tutor group for five years and will need new activities each year. Heads of Year will be responsible for ensuring quality assurance of the delivery of the tutor programme in their year group 
· Heads of Year need to be aware of the key focuses for all five-year groups – e.g. Options in Year 9, and ensure tutors are fully briefed on all processes and how to support students. Tutors will not necessarily be familiar with all five years and will need training and support from Heads of Year 
· Heads of Year will lead a Year assembly each week, liaising with Assistant/Deputy Head regarding themes and guest speakers 
· Heads of Year will lead Year assemblies relevant to the achievement programme they co-ordinate 
· Build the Year ethos through activities, praise, and strong leadership – managing the tutor team 
· Attend the Year 11 Prom as part of directed time 
· Attend the parent Consultation Evening related to their year group to meet with parents/carers and students where there is a cause for concern. 
· Ensure that timetabled Head of Year periods are taken in the relevant Student Support Office
· Ensure that at the end of each day Heads of Year return to the Student Support office to pick up concerns from the day and make contact home where necessary 
· Complete duties as outlined on the duty rota 



 
KEY RESPONSIBILITIES AND ACCOUNTABILITIES 

Teaching Curriculum & Assessment 
· Eg Liaise with those xxxxxxxxxxxxx



Personal Development

· Eg Network with colleagues within the Trust and in similar roles outside the Trust.

Additional Services   


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. This job description will be reviewed annually and the headteacher reserves the right to alter the content of this job description, after consultation with the post-holder, to reflect changes to the job or services provided, without altering the general character or level of responsibility.


	
PERSON SPECIFICIATION – Role Title
  

	  
	Essential  
	Desirable  

	Qualifications  
	· Degree-level education or equivalent professional experience in xxx. 

	·  Level 4 certificate in Academy Governance or equivalent skills and knowledge


	Experience  
	· Proven experience in 
	

	Knowledge
	· Strong understanding of the regulatory frameworks governing Multi Academy Trusts etc
· . 

	

	Skills and Abilities  
	· Excellent written and verbal communication skills, with the ability to present complex information clearly. 
· Strong organisational and planning skills, with the ability to manage multiple priorities and meet deadlines. 
· Ability to interpret and apply legislation and statutory guidance in a practical context. 
· Proficient in using digital tools to support governance (e.g., document management systems, virtual meeting platforms).

	  

	Personal Qualities 
	· Committed- to the safeguarding of our students and providing the best in class education 
· Accountable- Uphold the 7 principles of public life (the Nolan principles) at all times
· Enthusiastic- highly motivated with an enquiring mind and passion for excellence 
· Reflective- positive attitude and self-critical
· Resilient -with the ability to handle high levels of pressure and be able to meet deadlines
· Bold and brave- with thinking, decision making and enactment, never settling for ‘good’ and always striving for excellence 
· Role model- by leading by example, and having the drive to develop the capabilities of others
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